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For service cases, all persons who will be participating in the service(s) need to be
added as Case Participants. If the service is for the child only, at least one
parent/caregiver needs to be added so that service providers can contact the
parent/caregiver. For placement cases, all members of the household at the time of
removal need to be added as Case Participants. To add participants, click “Add Case
Participants” on the right side of the “Case Participants” grid. This activates the Person

Wizard and opens the “Search Person” section.
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Potential case participants are identified in the grid above the “Person Search” grid.
These are identified from past relationships with the focus child. Choose from one of
these or use the search function to search for case participants. If the search returns a
match, add the person to the case by clicking “Select this Person” in the upper right
corner of the expanded demographics box.

Use the same diligent and thorough search process described under “Search for
a Youth” to determine if a case participant has an existing person profile or if a
new one needs to be created. This will help to reduce the number of duplicate
person profiles.

When an existing person profile is selected or if creating a new person profile to add as
a Case Patrticipant, four questions appear above the Demographic Information. All are
required fields to proceed.
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When did this person become a case participant? This question is asking when the person
joined the case. If the case participant is being added at the same time the case is being
created, use the first day of the month in which services will start or the first day of the month in
which removal occurred. If the case participant is being added to an existing active case, use
the first day of the month that they joined the case.

Does this participant live in the household? A “Yes” response triggers the HHM (Household
Member) identifier and the address that was entered for the focus child will be the same for the
case participant. The date will default to the date that the person became a case participant. It
can be modified to an earlier date if the actual date that the family began residing at the address



is known. If the case participant is joining the household later — after the case was created —
use the actual date that the person began residing at that address.

A “No” response means that the person does not reside in the youth’s household. A separate
address will be added for this person in the next screen. The address begin date should be the
first day of the month in which services will start or the first day of the month in which removal
occurred, unless the actual date is known.

Is this participant a caregiver? A “Yes” response triggers the caregiver identifier. Any
number of persons may be identified as “caregiver” to the youth, including case participants that
are non-household members.

Relationship to Focus Child — select the relationship of the case participant to the focus child
from the drop-down options.

The “Person Wizard” that is activated when adding Case Participants is similar to the
“Person Wizard” used when creating the focus child and case. However, there are only
three sections: Demographic Information, Address Information and Confirmation.
Movement through the sections is the same and the data is not saved until the PO
clicks “Save” on the Confirmation section.

Address Information — Case Participants

For case participants who are household members, the address section will be auto-
populated with the same address as the focus child. It cannot be edited. If an address
for a HHM needs to be changed (i.e. the HHM moves out of the home), the HHM
indicator question needs to be changed to “No” and then the participant’s address can
be edited. The address begin date will be auto-populated to the same date identified
that the person became a household member.
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For case participants who are non-household members, the address information will
need to be entered. If the participant already existed in the system, their previous
address will auto-populate with the “Begin Date” reflecting when this address was
created in the system. Both the address and the “Begin Date” can be modified if the
case participant has a different current address. The modified “Begin Date” should be
completed based on the first day of the month in which in which the service referral will
start (for service cases) or the first day of the month in which the child was
detained/removed (for placement cases), unless an earlier date is known.



Confirmation Page — Case Participants

After all data has been entered and verified, click “Save” in the lower, right corner and
the person will be added to the case as a Case Participant. Exiting this page prior to
clicking the “Save” button will delete all data.
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Once the case participant’s data is saved, the person appears on the Case Information page.
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